United States Bankruptcy Court District of Hawaii

Converting Documents to PDF

This procedure explains how you can convert a document you created using
WordPerfect or Microsoft Word to Portable Document Format (PDF).
Conversion of any word processing document to a PDF is required before
submission to the court’s electronic case filing system (CM/ECF).

For WordPerfect:
STEP 1 Open the WordPerfect document to be converted.
STEP 2 Click on File in the toolbar to display the drop down

menu. (See Figure below)
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— Click on the Print option on the drop down menu to
display the PRINT DIALOG screen. (See Figure below)

%, WordPerfect 9 - D:'\myfiles’, JUNK'\User Guide -

W Edit ‘Wiew Insert Format Tools Window

%‘ Mews From Project. . Zkrl+Shift+M 3
— Open... k|4
0O dose cisFe P71
E Save k45 7 U
——  Save As... F3

Properties. ..

Wersion Control *

Document g

Page Setup...

Prirt. .. kvl 4P

PrinE Presiess

Internet Publisher. ..

Send To »

June 1, 2003 Page 19



United States Bankruptcy Court

STEP 3
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Click the down arrow on the SELECT PRINTER box to
display a drop-down window with a list of printer
choices. (See Figure below )

Click on Acrobat PDF Writer to select. [Note — we

recommend that you always use Writer rather than
Distiller for text documents.]
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STEP 4

Figure below)
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The file will not actually print out; instead the SAVE PDF FILE AS
screen will display. (See Figure below)
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STEP 5 Name the file to be saved. [Note! If you are using
older versions fo WordPerfect, you will have to use
much shorter file names] The (.pdf) extension will
automatically be added

STEP 6 Save the file by clicking on the SAVE button.

The file is converted to PDF and saved to the file that
is listed in the SAVE IN: box.

For Microsoft Word 2000:

STEP 1 Open the document to be converted.
STEP 2 Click on File in the toolbar. (See Figure below)
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The drop down menu displays. (See Figure below)
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STEP 3
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Click on the Print option on the drop down menu.

The following screen displays. Click on the printer Name: field and
select Acrobat PDF Writer. [Note! - We recommend that you
always use Writer rather than Distiller for text documents].
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Click on OK at the bottom of this screen. The following screen will
appear.
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Save PDF File As
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STEP 4 Browse to the file folder in which you will save PDF documents to
file and make sure that the folder name is displayed in the Save In:
box.

Enter the name of the file in the File name: box. You
do not need to add .pdf since this will be done automatically.

Click on the Save button to save the file to your folder.

The PDF document is now saved and is ready for electronic filing.
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